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Logging In
This is the first step to access the TABE Online system.

= C 8 https://oas.cth.com/Se: [

== apps ] Suggested Sites

ﬁ CTB ovue ssssmetsyun
:

' About Your Privacy

username:

Password:

Login

Forgot Your Password?

H you forgot your pa leas

andc

W you do not know your usem

Get Hew Password

joct o Terms of Use. Read our Privacy Policy Online. Review COPPA Policy

Add a User

Enter your username and password in
the boxes.

First time users will be asked to change
their password on the next screen. This
new password must be at least six
letters/numbers with no spaces or
special characters.

In addition, new users will be asked for
a hint question in case a password is
forgotten. This is a very useful tool and
we strongly suggest users choose a
guestion and answer they can easily
remember.

Users are local site personnel who will need access to this system. Only authorized users should be
added, and users should be deactivated immediately if their affiliation or employment ends.

I'“T cTB OMNLINE Assessment System
i !
all

Assessments | Groups | Reports

Manage

Select one of your its status orto change its settings. Open the Group Se

My Sessions

AA - TASC Demo Customer

Session Name Test Na

Fall High School Study -Anf Fall High School Stu

Hover your mouse over the Groups tab,
and a drop-down list will appear. Click
on Manage Users.

A new screen will open.
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ONLINE Assessment System . .
%CTB o You may see a number of choices in the

Assessments | Groups | Reports Services

Group Selector. If so, click on the group

Manage Users

o iated with that group. View, edit, delete or add users using the buttons at the bottom of the User List. or- Slte the new user Should be
it associated with. This may make it easier
BCC
Heo = 2 o to determine if your user already exists
Jcce
TEm in the system.
TPSUSD 501
+ North Campus
+ South Campus

Mo users found.
There are no users aszociated fo the selectsd group.

You may also find that there are no
users. In either case, to add a user
simply click on the + icon in the bottom
left corner of this box.

+ s Lo Page 1 |of1

I After clicking the + button, a new

Enter information about the user in the form below. Required fields are marked by a blue asterisk *. Use the group selector on the right H H
1o assign at least one group for the user. Although Emailis not required, itis that a valid email address be entered, window will pop up.

‘ User Information ‘

Frsane 1. Enter the new user’s information. Be

Middle Name: 7 [|CTB Leamning Center
- v @ emo . . .
Lastame wace sure to include this person’s email
Email [flaeee
| e 2 address — it makes password
“Fale ke .
Edermel Userts [PusD 220 recovery a lot easier.
[L]TPSUSD 501
* Group: BCc + [_|North Campus

+ [|South Campus

2. Be sure to put a check in the box
next to the group to which this user
belongs.

+ Contact Information

Assessments | Groups Reports Services

Manage Users
Selecta group to see alist of users associated with that group. View, edit, delete or add users using the buttons

Group Selector

7 CTB Leaming Center Last Name =
7 KBOR Demo |Demu Deme

BCC T T
acce Daoe Jahn
HCC
Jcce
KCKCC
PUSD 250
TPSUSD 501

+ North Campus

» South Campus

The new user is now established in
the system. They will be notified
automatically if you entered their

First Name

email address.

Olzen Nancy
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View/Edit/Delete a User

This section will help you add, find and edit users. Depending on your permission level within the
system, you may not be able to find people who aren’t part of your specific group. Please check with
your Test Center Administrator if you have questions or are unable to find someone.

Note that it is critical to deactivate/remove those whose employment or involvement with your TABE
Test Center has ended. User information is sensitive, and your site’s prompt attention will help ensure

security for all.

To get to the correct screen, take the same initial steps as above by clicking on the following:
1. * Groups tab
2. * Manage Users (drop down list)

3. * Group Selector (choose the group you are interested in)

CTB ovue ssomensyon

| Groups ‘
Manage Use Manage Students | °

Hanage Users
Select a group to see; with that group. View, edit, delete or add users using the buttons at the bottom of the |
Manage Hierarchy

CTB Learning Center Last Name First Nal
FECH Dane Mason Pat
* BCC
GCCC
HCe
Jece
KCKCC
PUSD 250
TPSUSD 501
Morth Campus
South Campus

Add User Edit User Delete User Search User Refresh

To use any of the functions listed above, simply highlight the user you wish to edit and click the
appropriate button. To search for a user you can just click on the magnifying glass and a search window
will appear. USE CAUTION WHEN DELETING USERS.
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Change User Password

Users can change their own password by going to OAS.ctb.com and clicking the Get New Password
button. They system will ask them the answer to their hint question and then it will ask for their email
address. Sometimes users forget this information, in which case an administrator can help through the

following route:

I
s’:i cTB ONLINE Assessment System
Hill

User Login About Your

Here is where a user can retrieve their

Username:

own password. If a user’s email is not
listed in their account, the system will

be unable to send them their new
password and they may need

administrative help.

Get New Password

If a user needs an administrative password reset, the local site administrator should take the following

steps:
lrg ONLINE A t . . .
“wCTB After logging into the system, find the
Assessments | Groups i
—m——n :::::.:.‘M.é. user by hovering over Groups. Next,
DI gy | e e s S e e o e click on Manage Users
\;E=C'|'B ONLINE

| Groups
e
- — 1. In the Group Selector box, drill down
o to the group in which this user can be
found. Highlight this group.

2. Highlight this person’s name by
clicking on it once
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Change User Password (Cont.)

On the far right side of your screen you will
see a Change Password box. Click this.

Mesiapes | MyProile | Mep  Logost

A new popup will appear —type in the user’s
new password here. It must be at least eight
S asatin s o e S e casv s T e e o7 s b characters long and contain at least one

s s | number and one letter. Let the user know

Confirm Password:

- their new password. (If the user’s email

address is in the system they will

automatically receive an alert with their new
password.)

OPTIONAL: If you have this user’s email address, it’s a good idea to enter it into their profile now. Simply
highlight their name (see above) and either double click it or use the edit button at the bottom of the
user list.

This will give you access to a field into which you can type their email address — it’ll be much easier for
them to retrieve their password if they lose it again!

User Information

* First Name: Katarina

Middle Name: > [mIA

"L X ry
Email:
*Time Zone: | Pacitic

"Role: Administrative Coordinator

External User Id:
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Add an Examinee

Examinees can be loaded individually or in bulk. These instructions are for individual loads.

M

ONLINE Assessment System
F4CTB
Hill
Assessments | Groups ok

Student List
Manage Ses _
Manage Users —

ect one of yout s ngs. Open the
Manage Hierarchy )

Manage Students

My Sessions
. M Assessments | eroups | Reports Services
Manage Students: Student List
Select a group to see a list of students associated with that group. View, edit, delete or add students usi
| Grou | Student Lis
lasc-iga-1 Last Name First Name ML C
Distnict
Test Center Demo
Last N Vest hame M o Group gor | A

_; 4_

Enter information about the user in the form below. Required fields are marked by a blue asterisk *. Use the group selector
‘on the right to assign at least one group fogdh, PR W I TR Ve e it that lig L

address be entered. ;
User Information

* First Name: Ho— T TR
Middle Name: CTB Learning Center
* Last Name: [wIKBOR Dema
) BOC <
Email wecce
“Time Zone: | Select atime zone hd Hce
Jcce
Role: | Selecrarole v GE
External User Id: PUSD 250
TPSUSD 501

*Group: KBOR Deme , GCCC
MNorth Campus

South Campus

+ Contact Information <

(

Hover over groups, and then move through
Manage Students and into Student List.

You will now be in the
Manage Students screen.

The bottom of the box contains the
“edit” panel. Click the +to add an
examinee.

A new window will open. From
here you can fill in the examinee’s
name, birthday, etc.

You must also assign this examinee
to a group. Please choose the
appropriate group under Group
Selector.

Enter additional details in the
Contact Information section. This
section is optional.

Click Save. The examinee is now
entered into the online assessment
system.
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View/Edit/Delete an Examinee
Editing and deleting examinees must be done with great caution and with full agreement of the Test
Center Coordinator.

West Virginia Test Center % | M join.me — Free Screen Sha: % /[l CTB/McGraw-Hill OAS -

L C 8 https;//oas.cth.com/SessionWeb/sessionOperation/begin.do
£ Apps Suggested Sites [ ) The Week Magazine... [ McGraw-Hill Remot... (] Importe
ONLINE Assessment System
%GTB Hover over groups, and then move through
‘ ‘
Assessments Groups = ices . .
! [ ! Manage Students and into Student List.
Manage Students *  Student List
Manage Ses.
Manage Users
Selectone of your scl Opentl
Manage Hierarchy
My Sessions
Current and Future
CTB Leamin g Center
Session Name

View Examinee: On the left side of the screen
is the Group Selector box. Click on the group
in which the examinee resides. The Student
List box will open and you can scroll through

the list until you find the examinee, or you

can search by clicking on the magnifying glass

at the bottom of the screen. Once you find

‘ the examinee, either double click on his or her

name, or highlight the name and click the
pencil icon. The Edit Student pop-up will
appear and you will now be able to edit this

Deleting an examinee should only be done

with caution. Follow the above instructions,
highlight the examinee’s name, and click on

the trash canicon.
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Selecting Accommodations

Relatively few TABE examinees will require an accommodation but for those who do, there are a few
extra steps to take in the registration process. These steps may be taken during initial examinee
registration, or they may be taken after the examinee is already in the system.

If you are registering the examinee for the first time, you may take this added step as part of their initial
registration process. If an examinee is already registered in the online system, simply find the examinee,
highlight his or her name, and edit their profile.

sssment System

Messages | MyProfile | Help

| Reports (

——

1dent List Enter information about the Student in the form below. Required fields are marked by a blue asterisk*. Use the group selector on the.

right to assign the student to at least one group.

s associated with that group. Viev | 0 hon nrormation

2 Additional Student

Last Name Specific Accommodations/Student Tools |

Selectthe accommodation(s)tool(s)the student requires while testing. These settings can be adjusted for each test

Allow Screen Reader.
Program reads certain text slocks and/or image
labels aloud

Online calculator.
Acalculator is provided for all test questions allowing
acalculator as an accommodation

Test Pause:
Allow student to pause test for rest breaks.

Untimed Test
Eliminate automated time limits. Test untimed or
fimed locally,

Color and Font

Change screen colors andlor font size.

Question settings
Background
A
Font Color.
Answer settings

Background
A
Font Color:

Standard Font Size:
Large Font Size:

{save | Cancel

Page| 1 |of1

White

Black

Light yellow

Black

Accommodations are listed
below the examinee’s
information. Simply check the
boxes for the specific
accommodation needed.
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Set Up Test Sessions

R Tt 1 o ] K a4 .1 g T o >y TR i . Go into the Manage
& - C @& hups//oas.ctb.com/Ses ssionOperation/assessments_sessions.do

S B e e ey = ——_— Sessions screen. If you
%GTB P mstsats | e e | s | 1000w aren’t taken there

:ﬂumm .. immediately upon logging

in, hover over the

My Sessions Modfy Manflest  Copy Session  PriniTestTickets  Schedule Session  View Stalus  Student Report
Group Selecior P
» CTB Leaming Center

Assessments tab and click

Sassion Name Test Name Group My Role Start Date End Date = o n “ M a n age Sess |o n S"

Tes! Session Plagime TABE 10 Online Complete Baltery CTB Leaming Cenler  Owner 022114 0222114
WOC- 15thalt 2014 TABE 8 Online Survey CTELeaming Center  Owner 02214 083014

Copy Session  Print Test Ticketl]  Scheduke Session e Status
Current and Future

Session Name Test Name Group. My Role start Date End Date *

Manage Sessions

Select one of your scheduled test ses  fuure sassions at this dme.

My Sessions

NS You will add your test session into the
BCC
e On the left side of the selected Sessions List. Simply click on
JCCC . .
Kexee screen, drill down to the Schedule Test Session, or the +in the
PUSD 250
TPSUSD 501

oticamme - group in which you want lower left corner, and a new box will

~ South Campus

“wwwn to add a new test session. | : i = pop up.

[scveaisesomson ]
1. Click in the Test Group drop-

i Select fest group rom the left and modty fest details below.

T.m,m o s down box and choose the subtest

J Milow Test Breaks |GULLBLE3S ¥ Random Distractor
Choose from the drop-down Locator Test @ you want.
s
Test Name Subtests Duration ' ¥ | TASE 9 & 10 Online Locator
TABE 10 Oniine Complete Eanery f s .
—— — 2. Next, click on the test name
Jick he b b 1 TABE Reading 50 mins. - h hl ht d . “
Click in the box above to 2| TABE Mathematics Computation 2mns @ | | ed In yellow
open the test detail 3| TABE Applied Mathematics somins | @ ( ghlig y )
editing box é 4| TABE Language 55 mins £
5 TABE vocamulary mms | #
6 TABE Language Mechanics 14 mins. -
) s e |8 3. On the right side of the screen
age 1 [of 1 View 1-10f 1
= you can now choose which
+ had Studont

e subtest(s) to include by clicking
Modify Test.
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Schedule Session

~ Select Test

Select test group from the left and modify test details below.
View product acknowledgments
Test Group TABE 10 Online Complete Batiery v | Selected Test : TABE 10 Online Complete Battery

i [ Allow Test Breaks |GOJBERRY23 ¥ Random Distractor

" Choose subtests by highlighting

those you wish to include/exclude

TABE Vocabulary
TABE Language Mechanics

Test
You may changs the order in which the subtests will be presented for testing, remove Subtasts from the test, ar re-select them from the Available Subtasts list an d movi ng t h em to th e
Fortests hal do not include the Lacator Test, yeu may also selectthe difficulty level for each subtest
)
e EEIEEE appropriate box.
TABE Reading TABE Applied athe matics )
TABE Language (51 TABEMathematics Computation |
>>
)
J
)

A
8o

TABE Spelling

[ wove up JIEETTE

After modifying your test session,
continue through the template

Schedule Session

[ reaaing, Language, c and Applied must be included for this test to qualify for  total scare

» Select Test

By ————— 1. Test Details allow you to input or
change the session name, start/end

*Test Session Name : TABE 10 Online Complete Battery .
“StartDate: 02/21/14 dates, tlme, etC.

“End Date: 02/22/14

8:00 AN - 5:00 P

T — e 2. Add Student allows you to add an
Time Zone : [(GNT=06.00) Cantral Time (US and Canzda . examinee — NOTE this examinee must
TestLocation : .
< oup e i already be entered into the system. To

add an examinee, please see the “Add
an Examinee” instructions.

R e — 3. Add Proctor allows you to add a
e . proctor, who will only be able to access
minimal information in the system. This

step is optional.
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View Test Session

You can check on examinee progress through this screen.

) Wett Vg Tot Cacr

5 ([ ok oiem S

Ao T T - Go into the Manage Sessions screen.
T TR o i [ — _ .

. N R If you aren’t taken there immediately

ifns

assions b daw s saba or o changs s tiengs, Open ha Croup Selackr o wam relad groups and ok ostsassians

U Sessions Uy Matast oo Sesson P Test ket Schedue Sosion Vi Situs  Student Bapet
~ Cumont and urs
~ CT8 Laamng Cortr

" KBOR Dera

cTB OMLINE Assessment System
Hill
Assessme;

e | e | Reports sorvcss
Manage Sessions
Saluct ong ofyou 0wt status Spantho eups and St o

Wy Sessions

Group Solector

= CTB Learming Center
* KBOR Damo

Moaity Manifest  Copy Sassion

B | - corrent and Future

Session Name
TABE 10,01

Test Name

Group
TAGE 100 :

My Role
Gumer

Start Dare
022114

upon logging in, hover over the
Assessments tab and click on
“Manage Sessions”

Yo ace logged in as bil_connor 02

Messages | My Frafie | Help | Logaut

Click and highlight on the session
you wish to view, and then click
“View Status”.

End Date =
o224

View Status

* Roster Details

Select a student and open the Subtest Details section to view subtest information and toggle validation or custom status for the student.
Test Name: Fall High School Study
Session Name: Fall High School Study <Subtest Details>

Total Students: 3

Student Test Roster

The View Status window will pop
up. Here you will be able to view
the status of everyone in that

Refresh List

LastName® FirstName  Student Test # Login ID password  Validation Status 0"2:‘:(1:“
Alsst A 123456789 AA010123 ALONGO Valid Student stop

Class1 Student9 ‘n4545462 ‘ﬁn“aDENT“'CLASS" ‘upss‘rs Valid Student stop ‘
Dema With 545454 \WITHDEMO0103 | AUGERD valid |System stop

‘ particular test session.

»+ Subtest Details

Close
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Print Test Tickets

([ Wt Vg Tok Cortr ¢ [ TABE i x [SEF=-

Click and highlight the session
name for which you want to print

- T — test tickets. Next, click the Print
| Test Ticket button.

[ ————
[T A—

Test Narme Group. My Role. Start Date. End Dote+
e ower  gamine omzane

Print Test Tickets.

To print session documents for a specific group, select the group below, then click the document you wish to print
To print session documents for all groups, just click the documents you wish to print. Test Tickets are considered secure documents and
‘ should be handled in 2 secure manner.

Test Information

Testname: TABE 10 Online Survey Test session name: TABE 10 Online Survey

Group Selector

+~ CTB Leaming Center Test session documents The pOpUp Wl“ g've you the Ch0|ce
r South Campus
Do you want to print the Test Access Code on your Individual or H H
Wpl TostTrets T hes S1io of which test session document to
Clickthe links to display the documents you wish to print. 1
Individual Test Tickets p ri nt .

These tickets have the login names and passwords your students
need to take the test

luitiple Test Tickets T8

This format allows printing of multiple individual testtickets on a
sheet when using the pdf print options.

Summary Test Ticket

PO B

Excel

This summary has the information your procter needs to administer
the test Student names, login IDs, passwords, and test access
codel(s).

1. Individual Test Tickets and Summary Test Tickets contain login names and passwords
for your examinees. Examinees will be handed this document in order to login to their
test. Make certain that the name on the test session document matches the examinee.

2. Summary Test Tickets contain everything the proctor needs to administer the test.
These are very sensitive documents and must be kept secure at all times.



